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Cover: Heavier paper than the rejl of the report, 10 single spaces from the top; name of research, bl' . i 
','

whom; submitted to whom; (F*flrtl OEte; teavc space of fwo inches fqom the bottom: do not number
the cover page. 
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Title page: Same information on cover repeated; four to eight words for title; avoid " A Report on...A
Study of. .. An Investigatiol gf ..i dg1.rot,1,ymber title pape.
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I-etter of 'fransmittal: Use letter format; explain occasion for report; any special features: any
acknowledgements; explain any special leaming opportunities from doing the report; this is page ii.

Table o1'Contents: Do after the whole report is complete; do the wording, caps, order of chapters
exactly ps in the report; double space after each entry; put headings at the margin; indent sub-headings:

,.page ii;.fuble of Contents should be in caps and centred on page- | i't ")\-,f;qr) ' ( {  ( r r r )  r '  : :
'' Abstract: Centre word on pYge; double space or triple space before beginning the abstract; in a brief :t ':'

il summary, condense the most important ideas in the report. your proccdureo and results. perhaps main
t" /  recommendat ions.Usual ly5Yoofthelengthofwholereport .  >:  
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hzrvc Arabic numbers: outline the purpose of vour report, and its importance; try to generate excitement
for the reader; perhaps a little historicar uirvKgr.rurd can be given; talk about your procedure; the tirne
the data oollection took; what were some of your problems if any; what were your limitations; are there
any weaknesses.you can identiff? The main idea behind the introduction is to provide a backgror.rnd for
thereport. N@

Body (Procedure and Findings): YoU may review any reading material you used, and give the general
ideas that were helpful in your own report; go on to Procedure quickly; describe in full how you
collected your data, and then what you discovered (Findings). This is the longest part of the report; you
may use graphics; you must use headings and subheadings to make you information clear to the reader.

Clonclusions: State your conclusions from your data; always be rational and impartial; your conclusions
may be short term and long term; use headings and sub,headings. \trfi;: 
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Recommendations: Be specific about what needs to be done; use numbers, headings, subheadings so as CS E

to make your suggestions clear for future decisions / actions. D 1( a /; 

-Appendices: Include any graphics that were not in your findings, maps, copy of questionnaire,
correspogrdenc_e, coryLuter print outs, case histories; put in different appendices and label each appepdix
withadaplet tcr , ,6-dt i i iee-.g.1{ppendi-xr l i lsketchofOris inalBui ld ing196l .  - .  (  t tn,  |  ^rr .5r  ; . , . ,
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Glossary: Definitions of unfamiliar terms; cifity usefirl if more than hve.'Put in alphabetical order.
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Docunrentation: See soecial handout. M/i+ s,14'  ( tu i* , f f , .
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